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Part One: Accessing and reviewing a licensee renewal application

Log in to your myRECA account and go to the
Applications page under the My Brokerage tab.

When a licensee’s renewal application is ready for
myRE l ! 1 - you to review, it will be in the Applications
— Q [‘la % Underway section, the Application Status column
will indicate Ready for Review and the Assigned
To column will indicate Brokerage.

My Account Education Licensing My Brol

b Licanca Real Estaie

v Messags Cantre

Click the Complete link beside the renewal

Applications

My Paogle

Applications

applicati iting fal t
Accounting Repots i S S

Brokerage Information if you add an application to the brokerage's shopping cart, the applicant wifl be upable to pay for the application,

—

Payment History

Vienw Canl ()

Account Administration

Truest Accounts

Brokerage Struchurg

Applications Underway

Assooalaifesociabe Broker Licenos  Ready for Ry 0-Jul-24

vzl
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myﬂlﬂ ‘ £hi 1

My Account Education Licensing My Brokerage

Real Estate

Applications

Applications waiting fer payment

If the Application Status and Assigned To
columns indicate Assigned to Applicant, the
licensee has not completed and submitted

their renewal application for your review yet.

We will email you when this happens.

i you add an application to the brokerage's shopping cart, the applicant will be unable tgfpay for the application,

Add Selected 1o Carl

L]

Applications Underway

View Carnt {0

Assoiale/AEaociabe Broker LIML Astigned Lo Applcant

-Juk-24

Rersiial

Page 2



best of your knowledge

My Account Education Licensing -

Confirm the licensee’s personal and contact
information are correct and up to date to the

Providing false or misleading
! information may result in the licensee

' being sanctioned
myRE ‘ m B 1 | You may also be sanctioned if you

approve the application knowing it
contains false or misleading information

Test Associate Application

1. Contact Information

v Brokerage Information

Payment Cart Persanal rfoamation: Contacls:

First Mame: Tesi Primary Phone:  #03-d444-8484 Businesa/Ofca
Mhichile Mame: Allernate Phong: 4035555555

Paymam! History

Ak ol
EecE - Last Mama:

AKA Name:

Assocate Fax:

Emailz

Trust Accounts

TEST e ca

Brak Sir
erage Siructung i .

930 Amywhans Strest
Sreaall Town
Alharta
AKX 1K1

Canada
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Review the licensee’s renewal application responses
carefully to ensure the information they have provided
is complete and accurate to the best of your knowledge

Providing false or misleading information may
result in the licensee being sanctioned

myﬂiﬁ Iﬁn 1

My Account Education Licensing My Brokerage

Failure to immediately notify the registrar about
= A an event captured in .Sectiorll 40 of the .Real Estate
b 1y Peogie ActRules may result in the licensee being

et 2. Licansee Quastions sanctioned or suspension or cancellation of their

Balow are the Applicant's renewal applicalion recponses and dedaraions. You must confim with the applicant that they ane in complance with the requinements llcence

I Accounting Reparts

Brokeraga Information

Prwect Cul Section 40 Compliance Authorization & Acknowledgemse)| . .
T . | | Youmay also be sanctioned if you approve the
i PP —— wsm ez o]+ licenee’s renewal application and are aware of an
s SHLEeb A unreported event or that it contains false or
Brokerage Struciuie ke A . . . .

e Itormatn Prtectun At misleading information

sl 2 | acknowisdge my appication requins s e e o TEETTT T T T T T T — ——————

2 Puesidential Property s ' %) rights and cbégations crealed by his Subsaipon Agreement. and | agree bo be bourd by the Lenms of he Agreement and he Ensuranoe Folicy Eswed by REDC | appoint

1 5 =
10 il Proparty %) RELX 85 my athernay and grant the sticmay powers a5 sat oul in Appendix At e RELK Suscriplion Agreemsnt

3. | undarstand and scoept he duties and responsBEmes of an associate’aso0ats broker a5 5 out in the Res Exfate AC (e A} and the Resl Extate ACt Rules (T8 Ruks)  Yes
4. Commercial Laasing (%)

& Fural {Agri-birsmessiC cial farrr) (%) | am awara that as a bopnsee | must foliow al standards of grachce and comply with the Ac! and The Rules, and laws that apply 1o a kcenseo who is licensed 1o frade in real

esiale, deal in merigages. or engage in condominium managemeant senvices in Aera.
Authorization & Acknowledgement, Subscription Statement and Respon
| acknowhedps iy oblgabion o famikarize mysell wih S applicatie lws of Alberta, bo orly ngage it wofk of provide sehvices | am lcensed and competent o do, and b
¥ Question
abide by ey berms, resiriclions and conditions on my Boence.
1. | autherze RECA 1o vérily any Rformaton of Tad apphcalion Fom afy Source. | making this

| will immediately notéy the regisirar. nwrting, of any changes fo the informaion previded in suppert of his apphcation St may cccur during th application process or afler |

am licensed

Declaration

# Quastion AnSweT
1. | have read and | undersiand al questions and sistements contained in Tis applcabion. The information and answers | have provided ane accurabe, rue and compiste. | make Yes

this declaration corschenfiously knowing Tt it is of the ame foros and efect as if il was made under oath

| acknowiedps fhal providing fatse andior misleading information to the regisirar may result in the refusal, suspension or canceliaiion of a licence and s conduct deserving of

sancign

2 | congent b RECA conlacting me via emad regarding osrsing, educaton, of regulstaly updales. Yes
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https://www.reca.ca/about-reca/legislation-standards/real-estate-act-rules/#Section40

Select No to assign the application back to
the licensee to make any changes. We'll
email them to let them know if this

Select Yesto happens. We'll email you when the

accept the licensee has recompleted their application
application and it's ready for you to review again

My Account Edueation Licersing My Brokerage
Licenca
Messags Centre
b iy People Associate Application for pegistration - Renewal
Applcations
- Accounting Reports oker Acknowledgepren
Brbkefigﬂ Informatian & erbewed g ATUSES Wl [ SPQBcan] Thesr Fasponses o the gueslions conlamsd in his appicalion. | have Bl GEcusSed wilh hem e consequences of provideng 1aise o mitkaading slabements
Payment Car B Yo you accpll the applicaion?
ves Cmo
Payrmant History
E— [~ ]
Trust Accounts

Brokerage Struchune
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Select who will pay the licensee’s licensing
renewal fee.

» if you select Brokerage Payment proceed

f to Part Two
I|'
I I yRE 11 _ [ % if you select Applicant Payment, we will
I 5 o i 1 email the licensee to let them know

My Account Education Licensing My Brokerage

Associate Application for Registration - Renewal

Payer Selartion

@ Please indicate who is responsible for paying he application Tee {he Brokerage or the Applicant). If you select

Brokerage Payment . you canmol change your ssledticn laber.
Gelact “Brokmrage payment If e Depkepge B recponcible for poymenl. Solect CApDlcant payment i e ADDECEN] E

tesponsbie for payment

Hroknrage paymment v

O3 O 5 T

Page 6



Part Two: Paying for a licensee’s renewal fee individually

If you selected Brokerage Paymenton a
licensee’s licence renewal application, you can
pay their licensing renewal fees:

» now by clicking the NMext button

» later by clicking the Pay Later button

My Account Education Licensing My Brrkerage
Wy Infoemation

Message Centre Application Payment
My Applications.
Start @ new application

Payment Invoice

Payment Histary

Accoun Seflings Dednils.
Licence Renewal Fes - individual BATEOQ
REIX Premium Individual 520002
Licensing Renewal Fee Credit
Total Amount; $425.04
Credin Applied: §0.00
Amount Dus: S425.04

The $250 licensing renewal
fee credit is automatically
applied
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On the My Brokerage tab, Applications page,
go to the Applications waiting for payment
section and click the Payment link beside the
renewal application for which you wish to pay
the licensee’s licensing renewal fees.

_ Even if you assigned responsibility for
'R'E payment to the applicant, if you wish to
my ‘5&& e > override this prior assignment and pay for

: their licensing renewal fees, you can do so by
clicking the Paymentlink beside the licensee’s
» Heence Mortgage renewal application.

b IMessage Centre

My Account Education Licensing My Brokerage

I — Applications

Applications

Applications waiting for payment
b Accounting Reports PP 8 pay

» Brokerage Information If you add an application to the brokerage’s shopping cart, the applicant will be unable to pay for the application.
RIS G Add Selected to Cart View Cart (0)
Payment History v
(]

Account Administration
[ Mortgage Associate1 Associate/Associate Broker Licence Waiting for Payment Brokerage CanceView

Trust Accounts
Renewal

Brokerage Structure
[ Mortgage Associate2 Associate/Associate Broker Licence Waiting for Payment Applicant Cancel | Payment | View

Renewal

Note: If you are the broker of multiple
brokerages, ensure you are in the desired
industry sub-tab under the My Brokerage tab
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F

Education

Licensing

Enter your credit card information and click
Nextto complete the payment and the
licensee’s licence renewal

My Brokerage

By chicking Finish’ balow. you agres you have read and undersiood RECAKs Privacy Policy. You Surther sgres in RECA charging he entensd credt card with the antengsd smoun

PFLEASE DO HOT REFRE SH OR CLOSE TOUR BROWSER WHILE THE PAYMENT 15 PROCE 5SING,

My Account
My Information
Meszaga Centre Application Paymant
v Wy Appiications
Start 3 new application
b Pragmant History
b Account Semtings Hame on Card:
Card Numbe::
OO

Expiry Date:  Month v | Yaar v

All pirymenis are final

.

myLEdL\ IHA '

Congratulations! Provided your
payment was successful and
there are no good character
issues that the registrar needs to
review before deciding to issue
this licensee a licence, the
licensee’s licence renewal is
complete!

Go to Part Four to learm how to
check the status of your licensee
renewal(s). Go to Part Five to learn
how to access payment receipts.

My Account Education Licensing My Brokerage

Payment Successful

Success!
Your paymen was successful. Whether you paid by myRECA account credit or by credit card, you can find your receipl on the Payment History page

Test Associabe is renewed

Page 9



Part Three: Paying for bulk licensee renewal fees through the brokerage's Payment Cart

Click the boxes beside the licensee names to

select the applications you wish to add to the

brokerage’s Payment Cart and click the Add
n Selected to Cartbutton.

— | o A {

My Account Education Licensing Licence Renewal My Brokerage

Mortgage

b Message Centre

Applications

k My People P
P

Aphlications waiting for payment
r Accounting Reporis

» Brokerage Information If you¥dd an application to the brokerage's shopping cart, the applicant will be unable to pay for the application.
Payment Cart Add Selected to Can View Canrl (0)
Payment Histony u
Account Adminstration [ CONO003165T CONDOOITRST AssociatelAssociate Broker Licence Walting for Payment Applicant Cancel | Payment | View
Trust Accounts Renewal
Brokerage Structure == B- IKEN> == You can add an application to your

brokerage’'s Payment Cart even if it is

» assigned to the applicant for payment,
however, this means the applicant will no
longer be able to pay for it themselves
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myredh |, 4

Education

My Account

¥ Licence Mortgage

» Message Centre
» My People Applications
Applications
b Accounting Reporis Applications waiting for payment

» Brokerage Information

Payment Cart

Add Selected to Cart

(]

Payment History

Account Administration

When you've successfully added applications to
the brokerage's Payment Cart, the applications
will no longer be visible in the Applications
waiting for paymenttable. Click the View Cart
link to access the brokerage’'s Payment Cart to
view and pay for the applications

Licensing

Trust Accounts
You can also access the
brokerage’s Payment Cart by
clicking Payment Cartunder
Brokerage Information while
on the My Brokerage tab

My Brokerauve

If you add an application to the brokerage’s shopping cart, the applicant will be unable to pay for the application.
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Click the Make Paymentbutton to proceed with
the payment process for the applications in the
brokerage’'s Payment Cart

myREGA || 4. 4

My Account Education Licensing My Brokerage

» Licence

b Message Cenire
Payment Cart
» My People

Applications
If you wish to remove any applications, select the application(s) and click Remove Selected. Otherwise, click Make Payma&nt to pay for the applications listed.

» Accounting Reports
Remove Selected
» Brokerage Information

Payment Cart
(]
Payment History
] Associate1 Mortgage Associate Associate/Associate Broker Licknce $225.02
Account Administration
Renewal
Trust Accounis
[ Assochte? Mortgage Associate Associate/Associate Broker Licence\ $225.02
Brokerage Structure Pl

Total ltems: 2

Total Amount: $450.04
If you wish to remove any applications from the
brokerage’s Payment Cart, click the box beside
the licensee names to select the applications you
wish to remove and click the Remove Selected
button. This will move the application back to the

Applications waiting for payment section of the
Applications page under the My Brokerage tab
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Click the Next button and follow the prompts to
complete your payment. Any available credit on
your brokerage's myRECA account will be

b Licence

b Message Centre

b My People
Applications

b Accounting Reports

b Brokerage Information
Payment Cart
Payment History
Account Administration
Trust Accounts

Brokerage Structure

automatically applied

R [

My Accouint Education Licensing

Payment Cart

Payment Invoice

Details

Application Type

Associate/Associate Broker Licerice Renewal
Grand Total:

Credit Available:

Net Total:

My Brokerage

Cancel Payment

Quantity Total
2 $450.04
$450.04
$450.04
$0.00
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¢ licence renewall(s)
myRE NV &

» Licence

» Message Centire

» My People
Applications

» Accounting Reports

» Brokerage Information

Payment Cart

Payment History

Account Administration
Trust Accounts

Brokerage Structure

Enter your credit card information and click
Nextto complete the payment and the related

My Account Education Licensing My Brolerage

Payment Cart

By clicking 'Finish’ below, you agree you have read and understgfd RECA's Jrivacy Pelicy. You further agree to RECA charging the entered credit card with the entered amount

PLEASE DO NOT REFRESH OR CLOSE YOUR BROWSHAR PAYMENT IS PROCESSING.

Name on Card:
Card Number:

CCW:

All payments are final

Total Amount:
Credit Applied:

Amount Due:

Page 14



My Account

b My People

Applications

b Accounting Reports

b Brokerage Information

b Message Centre Payment Cart

Your payment is being processed. Do not navigate away.

Wait while myRECA processes
the payment and completes
the related licence renewal(s)

Education Licensing My Brokerage

INYRCAEA B by BN

Congratulations! Provided your
payment was successful and there
are no good character issues that
the registrar needs to review
before deciding to renew a
licence, the licence renewals are
complete!

Go to Part Four to learn how to
check the status of your licensee
renewal(s). Go to Part Five to learn
how to access payment receipts.

ns
Eports
prmation

art

My Account Education Licensing My Brokerage

Payment Successful

Success!

Your payment was successful. Whether you paid by myRECA account credit or by credit card, you can find your receipt on the Payment History page
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Part Four: Checking the renewal status of your licensee(s)

Option 1: On the My People page of the My Brokerage tab in
mMyRECA, in the table showing the brokerage'’s licensees, there is
a column which indicates each licensee’s renewal status. For
mortgage brokers, you can see the status of your licensees’
relicensing education program.

You can download the data from this table as a PDF or into an
Excel spreadsheet by clicking the appropriate icon.

MyRELR B BN

My Account E.ducation Licensing Licence Renewal My Brokerage

} Licence Mortgage Re:il Estate

» Message Centre
My People Add Associate
Applications Name: Renewal Status:
} Accounting Reports (Al | m
» Brokerage Information Number of People
Payment Cart
Payment History o o
Account Administration CON-00009363 CON- test@test.com Associate No No 1-Oct-24 No View History
Trust Accounts 00009363
Brokerage Structure ‘CON-00024570 CON- test@test.com Associate No No =
00024570 Option 2: Go to the Renewal Summary Report
CON.ODOS1B09CON-  tesi@test.com Broker No Yes to access a detailed status of your licensees’
00031609 renewal. For mortgage brokers, this report also

contains the status of your licensees’ relicensing
education program (see next page).
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You can download the data from this report as a
PDF or into an Excel spreadsheet by clicking the

‘ appropriate icon.
myﬁlﬁ lﬂ'«_« %

My Account Education Licensing ricence Renewal My Brokerage

b Licence
» Message Centre
» My People Renewal Summary Report

Applications
» Accounting Reports Number of People:
» Brokerage Information © Q
Payment Cart CON-00024570 CON-00024570 Not Started In Progress

CON-00009363 CON-00009363 Not Started Not Started

Payment History

Account Administration E E E E
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Part Five: Accessing individual payment receipts

myredh [ 4

» Licence

» Message Centre

» My People
Applications

+ Accounting Reports

+ Brokerage Information

Payment Cart

Payment History

Account Administration
Trust Accounts

Brokerage Structure

My Account Education

Mortgage

Brokerage Payment History

Payment history for the last 36 months.
For a list of applications paid through b,
number.

Current Account Balance: 9.96

You can find all individual renewal (and non-
renewal) licensing fee payment receipts that
your brokerage paid on the Payment History

Licensing

page under the My Brokerage tab

My Brokerage

Download the Excel file to view
which applications were paid
through a Payment Cart

cart payment, click the Excel icon above the table below to download a detailed payment history and sort o)filter by the CRT-XXXXX

Licensee: From Date: To Date:

| / I @ | | @

= e

Name Application Type Date Name on Card Last 4-Digits CC Payment Credit Total Actions
ABC Mortgages Inc. o/a Payment Cart G-Aug-24 Test 4242 §450.04 §0.00 §450.04

ABC Mortgages CRT-000006235

ABC Mortgages Inc. o/a Payment Cart 9-Aug-24 TEst 4242 5450.04 50.00 5450.04

ABC Mortgages CRT-000006236

Mortgage A iate1 A

Licence Renewal

CRT-000006237

te Broker 9-Aug-24

Note: If you are the broker of multiple
brokerages, ensure you also select the desired
industry sub-tab under the My Brokerage tab
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